Web Work User’s Manual

Purchasing Module

The Purchasing module allows you to create Purchase Orders, Auto-Generate Purchase Orders and setup
Vendor codes. This Chapter describes how to use the Web Work, Purchasing module.
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1.1 Overview of the Purchasing Module

The Purchasing module is used to create purchase orders and invoices. The Vendor module is a sub
module of the Purchasing module and can be accessed from the @ @ FEmATIO NS menu.

Click on the PURCHASING button on the left hand side of the screen to access the
Purchasing module.

When you enter the Purchasing module you will be in Query mode as pictured below:
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The OPERATIONS @ @ FEraTioMs RESOURCES @ RESOUREES TOOLS @ T=22Ls gnd HELP
@ HELP drop down menus contain the various features available in the Purchasing module.

Web Work includes “help files” for all field names. To access these help files, click on the field
name. A popup window will open displaying help for the field selected.

Purchasing
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2.1 Creating Purchase Orders

To create a Purchase Order:

» Click on the PURCHASING button on the left hand |
side of the screen to access the Purchasing module. %

P chase Urder Gy
« Clickonthe @ @rEraTiorME menu at the top of the Purchasing 1
Screen to display the drop down menu.

«  Select New PO Auto-Number or New Purchase Order from the drop Fs e
NEW

Warakwr

down menu or click on the NEW button | | to open the

Purchasing module in New mode.

A screen similar to the one pictured below will open:
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« Enter information into the fields.

e Click on the on the SAVE button | | to save the purchase order.

The next step is to add line items to the Purchase Order. To add line items click on the
RESOURCES button at the top of the screen and select Line Items from the drop down menu.
See adding PO Line Items for more information on adding line items to a purchase order.

Purchasing
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3.1

Adding Line Items to a Purchase Order

To add line items to a purchase order:

Click on the PURCHASING button w on the left hand side of the screen to

access the Purchasing module.

Click on the @ RESOUREES meny at the top of the Purchasing

Screen to display the drop down menu.

Select Line Items from the drop down menu.

RESOURCES
Details

Add Request Ta PO ! !

Accounts
IMwoices

The Line Items screen will open. A table showing any line items on this purchase order will be

displayed on the screen.

Click on the NEW button 2

The New PO Line Items screen will open as pictured below:
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The Vendor information is carried forward from the main purchase order screen.

Enter the item number or click on the on the QUERY button @ to select an item from the Web Work

database.

When an item is selected, the Inventory Item, Item Description, Purchase Unit, Issue Unit
Conversion and Price per Purchase Unit are populated with the information that was entered on the
inventory record. If any of these fields were left blank when the inventory record was created,

likewise they will be blank when selected in the line items screen.

5-26

Purchasing



Web Work User’s Manual

e Click on the applicable RADIO button © beside “Purchase for “ Storeroom or Work Order or
Equipment.

» If you select Storeroom then you will need to select the applicable storeroom from the drop down
menu beside the storeroom field.

If you select Work Order, the work order number must be entered in the Work Order # field.

If you select Equipment, the equipment number must be entered in the Equipment field.

e Click on the QUERY button 'ﬂ to select the storeroom, work order or equipment from the Web Work
database.

« Enter the quantity of the item to be ordered with this PO and hit the tab button on your keyboard.

» The Subtotal, taxes and Total will be calculated by the Web Work system.

For non-inventory items, simply enter information manually into the applicable fields. When the
E@ line item is saved a message box will appear asking if you wish to add this item to inventory.
Clicking on the YES button will add this item to inventory.

You will note that the Sub Total, Tax and Total fields now display the information from the line items you
entered.

4.1 Adding Requests to a Purchase Order

To add requests to a purchase order:

* Click on the PURCHASING button W on the left hand side of the screen to

access the Purchasing module.

» Perform a purchasing query to locate and open the applicable purchase order.

. RESOURCES
+  Click on the @ RES@urREES menu and select Add {Detailz
Request to PO from the drop down menu. Line tems
Add Reguest Ta PO '“
» The ltem Requests window will open. | Accounts
Imvoices

«  Click in the checkbox checkboxes [ beside any of the items you want to add to the purchase order.

e Click on the UPDATE button lij? in the Add to PO column.

e The add Line Iltems window will open.

Purchasing
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» Confirm the information and then click on the SAVE button #= ¥ to save the line item.

» Click on the CLOSE button = 2l to close the Iltems Request screen.

Purchasing
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5.1  Duplicating Purchase Orders

The duplicate Purchase Order feature allows you to create a new purchase order by copying an existing
purchase order, to help save on data entry time.

To duplicate a Purchase Order:

e Perform a purchase order query to locate and retrieve the purchase order you wish to duplicate.
See purchase orders queries for more information on queries.

« Click on the @ 2FEmaTIONS menu at the top of the Purchasing Screen to display the drop
down menu.

« Select Duplicate this PO from the drop down menu.

+« Enter a New PO # or leave this field blank and click on the check box beside next auto-number
B A DG to have the system assign the next available auto-number to this PO.

e o
n i to save the new PO.

¢ Click on the DUPLICATE butto

3 Duplicate Purchase Order - Microsoft . r__”E!E

Duplicate Purchase Onder

Eriler 5 reer PO rgmnbsr 1o cremle 3 duplicsls
ol W s o

Ungmal PUF L
P B0 #
Pz Sagls Hunber F

The new purchase order will be opened in edit mode. Edit and save the new purchase order.

6.1 Purchase Order Accounts

A Purchase Order can be assigned to one account or to a variety of accounts depending on the accounting
practices of your organization. If only one account will be used to apply the costs of the purchase order,
simply enter the applicable account in the Account # field on the main purchase order screen.

When assigning purchase orders costs to multiple accounts you can set the costing to never exceed either
the percentage rate or the cost total you choose.

Purchasing
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6.1.1. Applying Purchase Order Costs to more than one Account

To apply purchase order costs to more than one account:

e Click on the PURCHASING button W on the left hand side of the screen to

access the Purchasing module.

« Perform a purchase order query to locate and retrieve the purchase order you wish to add Accounts
to. See purchase order queries for more information on queries.

« Click on the @ BES@uREES menu to display the drop down menu.

e Select Accounts from the drop down menu.

Purchasing
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e Click on the NEW button to open the Add PO Accounts window.

e Enter an account into the Account field, or click on the QUERY button ﬂ;' to select an account from
the list of accounts in the Web Work database.

« Enter the percentage of the purchase order that is to be charged to this account. Do not enter a
percent sign, only the numerical value of the percent.

e The cost amount will be calculated automatically by the Web Work system.

«  Click the RADIO button © beside Keep Percentage.

* Click on the SAVE button | _SAVE_ to save this account information.

You can then return to the main purchase order screen by clicking on the @ RESSUREES meny
and selecting Details from the drop down menu or by clicking on the CANCEL button

------ on the bottom right hand side of the screen.

7.1  Approving Purchase Orders

To approve a purchase order:

e Click on the PURCHASING button on the left ?,'f,u-.f"_ﬁ'alﬂmm.J

hand side of the screen to access the Purchasing module. v Purchin O
Purchase Crder Query

» Perform a purchase order query to locate and retrieve the purchase Chos Puchase Crder | '
order you wish to approve. Cupicals P
Chiange Wenolos
] Ormd Selecind P
« Click on the on the @ 2 ==raTiom~e menu and select Approve PO At Geners PO

from the drop down menu.

YErir

» The status field of the Purchase Order will change to APPR.

» Click on the SAVE button |_SAVE_ to save the purchase order with the status of approved.

8.1 Changing Vendors

To Change Vendors on a Purchase Order:

e Click on the PURCHASING button on the left hand side of the screen to
access the Purchasing module.

» Perform a purchase order query to locate and retrieve the purchase order you wish to change the
vendor on.

« Click on the on the @ @ =EraTiorME menu and select Change Vendor from the drop down menu.

Purchasing
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The Change Vendor screen will open as pictured below:

| Change Yendor - Microsoft Inte...

Change Vendor

FO# Qa0aoo0za
“endor GE
Mews Wendor | Iﬂ

§ CANCEL |

» Enter a New Vendor or click on the QUERY button [ﬂ;' to select a new vendor from the Web Work
database.

e Click on the SAVE button = ! to save the purchase order with the new vendor.

@ To change the vendor on an approved purchase order you must unapproved the purchase
order, change the vendor and then approve the purchase order with the new vendor. To
unapproved a purchase order: open the applicable purchase order and then click on the
OPERATIONS menu and select Unapprove PO from the drop down menu.

9.1 Auto-Generating Purchase Orders

To Auto Generate Purchase Orders:
OFERATIN%
Pttt L1 ] LS Rl |

| PuRCHASING e o o
e Click on the PURCHASING button on the left hand P e Cvcler Gamry

side of the screen to access the Purchasing module.

e Click on the on the @ 2@ FEraTicor~s menu and select Auto Generate

POs from the drop down menu. AT AT p—
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The Auto Generate POs screen will open as pictured below:

; Purchase Qrder Generalion - Micreeall Internel Explorer
Bren | CHapY | aaf W daralin e ':E'
T e

You can define your Auto-Generation criteria by selecting a storeroom, category or vendor or you

click on the filter button J at the right hand side of the screen to see a table view of all inventory

items, which are below min/stock reorder level as shown in the screen capture below. The min/stock
reorder level is set in the Inventory module.
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Select the items you wish to generate a PO for by click in the applicable checkboxes [ at the left
hand side of the item. To select all items, click on “select all” at the top of the table.

) EMERATE
Click on the GENERATE button Steitesiaidded , generate the purchase order.

The purchase order generation screen will display a list of the purchase orders that were generated.

FO # “Wendor
ooooooss ACME
[nlu]ulnluintaz] EASTERH

Frirt Purchase Order

Click on Print Purchase Order to print the purchase orders that were generated. Click on the CLOSE

8| to close the Purchase Order Generation screen.

button I

10.1 Closing Purchase Orders

The close Purchase Order function permits you to close or cancel a purchase order.

To close or cancel a purchase order;

| PURCHASING e P
Click on the PURCHASING button on the left hand | o £ s thumtery

Heres Purci-asss: Crclas

side of the screen to access the Purchasing module. Prschass Order Gusry
Liresgppaawes PO
Perform a purchase order query to locate and open the applicable Cuplcata P ! g

purchase order(s). S dasprl

dade Cenmrale PO
Click on the @ 2 eraTioMs menu and select Close Purchase Order
from the drop down menu.

kel

The Close Purchase Order screen as pictured below will open:

W Clase Purchase Jvder - Wicrose.. . Zlﬁli

Cloze Puschase Dudes
=T J DA

Chcins (Dwia L L

i () Denad b Cnarecsesl e
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» The Close Date defaults to the current date, to change this date click your mouse into the Close Date

field and enter an alternative date.

«  Click on the RADIO button ) beside Closed or Cancelled.

. CIck e CLOSE button i
| CANCEL |

11.1 Performing Purchase Order Queries

| to close the purchase order or on the CANCEL button

| to cancel this operation without closing or canceling the purchase order.

Use Web Work’s query by example feature to easily locate and retrieve purchase orders with the criteria you

select.

To perform a Purchase Order query:

e Click on the PURCHASING button m on the left hand side of the screen to

access the Purchasing module.

» By default you are in Query mode when you enter the Purchasing module. If
you have been working in a different mode, click on the @ @FrEraTIONS

menu and select Purchase Order Query to return to query mode.

» Enter selection criteria into any of the fields.

For example: to open all purchase orders with the status of approved, enter

APPR into the Status field.

* Click on the LOOKUP button
the records, which match the selected criteria.

el 1l Tamag

T 1= b s ] B s ]
i -

B pip 1apEaE 15 e de

=l

[ I

DFERATIONS
i P {880 Pushiser )
it Pur Lkl Onvier

Clase Puschirse Oraks =
Cuplcmie F0

Cheanigs eroor

Print S=dscied PO

S0 Gererale POD

Wandor
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«  Click on the checkboxes [ beside any of the records you wish to retrieve or on “Select All” at the
top of the table to select all records.

rs
e Click on the RETRIEVE button I RETRIEVE to retrieve the selected records.

e The PO records will open. If you selected multiple PO records, when you retrieve them an arrow will

appear on the bottom left hand side of the screen. Mext Click on this arrow to move from one PO
record to the next.

[@ Comparison operators such as: <, >, null, not null and % - wild card can be used to further define

a query. See System Overview — Query By Example for more information.

12.1 Printing Purchase Orders

There are two ways to print Purchase Orders. You can print an individual purchase order or multiple
purchase orders that you have selected and retrieved.

12.1.1. Printing Individual Purchase Orders

i i [ R
To print only the purchase order that is open on the screen: -m“" RS I“
O (ke

Exer vy iirorioly FroniPage:

| PRINT.

e Click on the PRINT button |at the bottom right

hand side of the screen.

T A

Faga Ssbap. ..

» The selected record will open in a new browser window. Frifi Pravin %
S
* Click on File and select Print from the drop down menu to trapet ared Expert
proceed with printing. Progessties

Wik Al

e =

12.1.2.  Printing Multiple Purchase Orders

To print a batch of purchase orders:

» Perform a purchase order query to open the desired purchase order. See Purchasing
Queries for more information on performing purchasing queries.

« Click on the @ 2 ==raTiorms menu and choose Print Selected Procedure from the drop
down menu.

* The selected records will open in a new browser window.

»  Click on File and select Print from the drop down menu to proceed with printing.

Purchasing
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13.1 Vendors

The Vendor module is a sub module of the Purchasing module. To access the Vendor module, click on the
@ @reraTiors menu and select Vendor from the drop down menu.

When the Vendors application is opened, the menu selections under OPERATIONS and
DF RESOURCES change. To return to Purchasing click on the OPERATIONS menu and select
Purchasing from the drop down menu.

13.1.1. Creating New Vendors

To create a new vendor:

e Click on the PURCHASING button on the left hand side of the screen to

access the Purchasing module.
NPERATIONS
. Hares P [k it )
« Click onthe @ @rEraTiorMes menu and select Vendor from the drop pipes Furchowss Coctr
L= -] I Ay
down menu. Linagge cae P
Choss Prchans Cades
. . [ guicmme P
e The vendor module will open in query mode.
Frind g0l Files
ALEE el P

+ Click onthe @ 2reraTioms menu and select New Vendor from the T ——

rdz J to open the

drop down menu or click on the NEW button L
Vendor module in New mode.

« Enter information into the applicable fields.

The Vendor ID and Description fields are required fields. All other fields are optional.

_SAVE | to save the new vendor.

* Click on the SAVE button

13.1.2. Deleting Vendors

It is not advisable to delete any records, which have already assigned to a work order. Doing so may
compromise the integrity of your database.

To delete a Vendor:

* Click on the PURCHASING button w on the left hand side of the screen to

access the Purchasing module. OPERATIONS
Meswy Y endar
« Click onthe @ @rEraTIioME menu and select Vendor from Yendar Guery
the drop down menu. Print Selected Yendors

* The vendor module will open in query mode.

Purchasing
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14.1

Perform a vendor query to locate and open the applicable vendor record.
Click on the @ 2 »=raTioMs menu and select Delete Vendor from the drop down menu.

A message box confirming you wish to
delete this vendor will open.

Microsoft Internet Explorer,

Click on the OK button to delete the vendor \::) Are wou sure you want ko delete this vendor?
or on the CANCEL button to cancel this
operation.

[ Ok l [ Cancel

Vendor Contacts

The Vendor Contacts feature offers the ability to add vendor contact information to a vendor record.

14.1.1.

Adding Vendor Contacts

To add vendor contacts:

Click on the PURCHASING button w on the left hand side of the screen to

access the Purchasing module.

Click on the @ 2 FE=aTioME menu and select Vendor from the drop down menu.

RESOURCES
Detailz
Yendor tems

The vendor module will open in query mode.

Perform a vendor query to locate and open the applicable vendor record.

Click on the @ RE®@ureE® menu and select Contacts from the drop down menu.

The vendor record will open in Contacts mode.

 Enter a Name, Title, Phone
Wendor: ACMWE Number, Fax Number and

Email Address into the

N_anTE: | | (500 applicable fields.
Title: | |(2|:|)

Phone: | 20y «  Click on the SAVE button
Fax: | | (209 ! to save the
" contact and return to the

Email: | |(5|:|)

vendor record in Contacts
mode. The contact you
entered will appear in the table
on the lower half of the

contacts screen.

Purchasing
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14.1.2. Editing Vendor Contacts

To edit a Vendor Contact:

* Click on the PURCHASING button w on the left hand side of the screen to

access the Purchasing module.
« Click onthe @ 2rEraTiorMs menu and select Vendor from the drop down menu.
* The vendor module will open in query mode.
« Perform a vendor query to locate and open the applicable vendor record.
« Click onthe @ RESourREES meny and select Contacts from the drop down menu.
» The vendor record will open in Contacts mode.
e Click on the Name or Title to open the Edit Vendor Contacts screen.

» Update information as required.

14.1.3. Deleting Vendor Contacts

To delete a Vendor Contact:

e Click on the PURCHASING button w on the left hand side of the screen to

access the Purchasing module.
« Click onthe @ 2rEraTioms menu and select Vendor from the drop down menu.
* The vendor module will open in query mode.
« Perform a vendor query to locate and open the applicable vendor record.
« Click onthe @ RESourREES meny and select Contacts from the drop down menu.
» The vendor record will open in Contacts mode.

e Click on the Name or Title to open the Edit Vendor Contacts screen.

Purchasing
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15.1 Performing Vendor Queries

To perform a Vendor query:

* Click on the PURCHASING button on the left hand side of the screen to

access the Purchasing module.

« Click onthe @ 8 =raTiorMs menu and select Vendor from the drop down menu. This will open
the Vendor module in Query mode. If you have been working in the Vendor module and are in a
different mode, click on the @ 2 EmaTio~s menu and select Vendor Query from the drop down

menu.

» Enter selection criteria into any of the fields.

LoOKU

e Click on the LOOKUP button |
match the selected criteria.

to display a table containing the records, which

«  Click on the checkboxes [ beside any of the records you wish to retrieve or on “Select All” at the

top of the table to select all records.

RETRIEVE

e Click on the RETRIEVE button l to retrieve the selected records.

e The Vendor records will open. If you selected multiple Vendor records, when you retrieve them an

arrow will appear on the bottom left hand side of the screen. Mext Click on this arrow to move from

one Vendor record to the next.

[@ Comparison operators such as: <, >, null, not null and % - wild card can be used to further define
a query. See System Overview — Query By Example for more information.

16.1 Printing Vendor Records

There are two ways to print Vendor records. You can print an individual vendor H Bl vew Freder Uedw W

record or multiple
Vendor records that you have selected and retrieved.

16.1.1. Printing Individual Vendor Records

To print only the vendor record that is open on the screen:

e Click on the PRINT button #= at the bottom right

hand side of the screen.

» The selected record will open in a new browser window.

Fémes
B Ll Chrksd
M vy Farcrbad] Frnd P

Tl B

Paga Zabp...

ol Emmasa &
Sl

Irygenl arvd Exprel
Propeaies

Wk Ol

ur 5
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e Click on File and select Print from the drop down menu to
proceed with printing.

16.1.2. Printing Multiple Vendor Records

To print a batch of vendor records:

« Perform a vendor query to open the desired purchase order. See Vendor Queries for more
information on performing vendor queries.

« Click on the @ 2rEraTioMs menu and choose Print Selected Vendors from the drop
down menu.

e The selected records will open in a new browser window.

» Click on File and select Print from the drop down menu to proceed with printing

17.1 Vendor ltems

After a vendor is created, you can add items to the vendor record using the Vendor Items feature.

17.1.1. Adding Vendor Iltems

To add vendor items:

* Click on the PURCHASING button W on the left hand side of the screen to

access the Purchasing module.
« Click onthe @ 2=EraTioms menu and select Vendor from the drop down menu.
* The vendor module will open in query mode.
» Perform a vendor query to locate and open the applicable vendor record.

« Click onthe @ RESourREES menu and select Vendor ltems from the drop down menu.

RESOURCES
|Detailz

+  Click on the NEW button to open the New Vendor tortacts E

Item screen as shown below.

The Vendor module will open in Items mode.

Purchasing
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‘2 New Vendor Item - Microsoft Inter... |Z||E|r5__(|

New Vendor ltem

Yendor WESTB

term #

“endor Part #

|

|
Purchase Unit | | “ﬂ
Cony Factor | |
Guoted Price | |
[per Purchaze Unit)
Dizcount | | 24

* Enter an Item # or click on the QUERY button 'ﬂ to select an item # from the Web Work database.
» Enter the Vendor Part #

» Enter the Purchase Unit. IE: Litre, Box, Ton etc.

« Enter the Conversion Factor. The conversion factor is the number of issue items in a purchase unit.
« Enter the Quoted Price per purchase unit.

» Enter any applicable discount.

e Click on the SAVE button !l to save the new vendor item.

The item will now be displayed in the table on the lower half of the Vendor screen when you are in
Items mode.

17.1.2. Editing Vendor Items

To edit vendor items:

* Click on the PURCHASING button w on the left hand side of the screen to

access the Purchasing module.

« Click onthe @ 2rEraTiorMs menu and select Vendor from the drop down menu.

Purchasing
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* The vendor module will open in query mode.

« Perform a vendor query to locate and open the applicable vendor SEE;IS”REEE

record. w
Contacts

« Click onthe @ RESourcES meny and select Vendor Items from
the drop down menu.

The Vendor module will open in Items mode.
e Click on the applicable item # or description to open the Edit Vendor Item screen.

» Update information as required.

%l to save the updated information or on the CANCEL

¥ to cancel this operation without updating.

17.1.3. Deleting Vendor Iltems

To delete vendor items:

* Click on the PURCHASING button w on the left hand side of the screen to

access the Purchasing module.

« Click onthe @ 2rEraTiorMs menu and select Vendor from the drop down menu.

* The vendor module will open in query mode.

« Perform a vendor query to locate and open the applicable vendor SBE;IS”REEE

record. m_
Contacts

« Click onthe @ RESourcES meny and select Vendor Items from
the drop down menu.

The Vendor module will open in Items mode.

» Click on the applicable item # or description to open the Edit Vendor Item screen.

& {0 delete the item or on the CANCEL button
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18.1 Invoices

The Web Work invoicing feature allows the user to create invoices for purchase orders.

18.1.1. Creating Invoices

To create an invoice:

e Click on the PURCHASING button on the left hand side of the screen to
access the Purchasing module.

RESOURCES
» Perform a purchasing query to locate and open the applicable " Details
purchase order. Line tems
A Reguest To PO
+ Click onthe @ RESBuUREES menu and select Invoices from the RTINS
drop down menu.

* The Purchase Order will open in Invoices mode.

«  Click on the NEW button | i to open the Add Invoices screen as pictured below.

<A Add Invoices - Microsoft Internet Explorer : EI[’S_TI

Add Invoices

PO Mumber: 00000013

Invoice: |

TranzDate: (4022972002

Cost |
Aot

» Enter an invoice number.

* The Transaction Date field is populated with the current date by default.
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« Enter and Invoice Date or click on the CALENDAR button : to select a date from the calendar.
»  Enter the Cost Amount.

The cost amount cannot exceed the total amount of the Purchase Order.

e Click on the SAVE button &=

Invoices mode or click on the CANCEL button
updating.

18.1.2. Editing Invoices

To edit an invoice:

* Click on the PURCHASING button w on the left hand side of the screen to

access the Purchasing module.

RESOURCES
» Perform a purchasing query to locate and open the applicable " Details
purchase order. Line tems
A Reguest To PO
+  Click on the @ RESSUREES menu and select Invoices from the RIS
drop down menu.

* The Purchase Order will open in Invoices mode.

e Update information as required.

» Click on the SAVE button ¥ : | to save the uidated invoice and return to the Purchase
Order in Invoices mode or click on the CANCEL button to cancel this operation

without updating.

18.1.3. Deleting Invoices

To delete an invoice:

e Click on the PURCHASING button w on the left hand side of the screen to

access the Purchasing module.

RESOURCES
» Perform a purchasing query to locate and open the applicable " Details
purchase order. Line tems
A Reguest To PO
+  Click on the @ RESSUREES menu and select Invoices from the RIS
drop down menu.

* The Purchase Order will open in Invoices mode.
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. Clck e LETE button & DELETE ! to delete the invoice or on the CANCEL button

_ CANCEL IS operation.

19.1 Purchasing — Reports

To access Purchasing reports click on the @ T=22Ls menu and T
select Reports from the drop down menu.

A screen similar to the one shown below will open:

3 Hepori Select Window - Microsoft Internet Explorer

Punrchasing Reports

BTAMNDARD CusTOM

Bk Oncker Repoit
Purchad Order Listing
Repcasiving Finpost

Gty Diivin
Prindi Nat

Whan prindicg repais gnsure Bat the pricger setlings am spacified o mit the wpart and
T Largal prasbar.

CLOSE

Click on any of the Reports listed under Standard or Custom, to open them.

Only reports applicable to the Purchasing module will be displayed. To view all reports, click on the

i REPORTS module button on the left hand side of the Web Work screen. For
more information about reports, see the Reports section of this manual.
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19.1.1. Creating Purchasing Reports

Reports cannot be created in the Purchasing module. To create a purchasing report click on the

REPORTS module button to access the report writer and create the report.

19.1.2. Printing Purchasing Reports

Purchasing reports can be printed from the Purchasing module or from the Reports module.
To print a report in the Purchasing module:
* Open the Purchasing module.

« Click on the %@ T==L® menu and select reports from the drop down menu.

» Select the report you wish to print by clicking on its title.
The report will open in Preview mode.

* Click on File and select Print from the drop down menu to print the report.

20.1 Links

When you are in the Purchasing module and you select Links from the @ T==Ls menu, the Web
Work Create/Edit Links window will open as shown below. You can view existing links or create new
links using this feature.

W Links sep - Micmesfl Inlermsl Explarnr

Croata/EditVime Links - Links opes in g nrer wandos

o Degrgmecers Drmirgar oow
Lindadi B0 N bl
bhwtargeoa Bhg ripraroa Araron
dvranicy

i Chiagidiaal By 8 Haall
A W T

You can only view links, which have been setup to be
@ accessible from this module or from all

modules. Links set up in other modules with the

accessibility set as only within that module will not

be shown.
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